25X1 A9a 


Approved For Release 2001/04/04 : flA^pP78-04718AOOOgoW20002-0^ x 


' -Y 

jI t&cm hi 


^ f +** 


i. 


MfcSOPANOUtf FOfti 

mami ok? 
SUBJJiCT' 


Assistant Directors 

Training liaison, Officers 

Initial 'if. f ©ring of Coarse ,io Monagerarot 


lo The initial of faring of Management Coarse A will b© fr«| 
Monday, 11 January through Friday, 22 January 1954?. 0830 to 123P Mat!?.. 

; I 

2» This course Kill bn offered for two weeks each mpnth. It 
is designed to provide background for individuals in executive ai* 
erfci.nistrative positions, such as divlaloa s branch, aectifc-n or onf t 
eSAefs, administrative officers, and executive assistant^ The sfurse 
?cLLL deal with tha management process under five headings* orgas^ ting s 
planning, directing, coordinating, and controllings Tiias adll be] 
divided about equally among reading, lectures, and class discuss 4 m 
and will include analysis of a number of sterilized cases urrolvr4i 
managerial deed sions.. 


3o All course work will bo done during the first half of th4 
day* Ho outside work will bo required, and those taking the courata 
vdU be entirely free to return to their normal duties each after*®*.. 

ho iiach presentation of the course will be limited to an auif llment 
of twenty and to certain 08 levels which wi.ll be spec^ie^in. each- course 
announcement,, Glasses will meet in Boos* 151., BuUdlntH^H ’ 
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5a Tha initial presentation wi ll be open to twenty individuals in 
Grades GS-10 through GS, 13 c No quotas have been set, and the c.lasi vdH 
be registered on the basis of f?rst cor 5 ® first served 0 

6b TOP SECRET clearance will be required. 


7o Inquiries concerning the course should be directed to deejijnsted 
Training Officers in the Offices, Staffs, and Divisions c 'draining T 'e-quest * 
should be forwarded through the vnu&l administrative channels and giould 
reach the Registrar, QTK, before Wednesday, 6 January 1954,. ! 


8 0 For the information. of those who are selected to take the i nurse 


the attachment to this itemorandum out limes in some detail wfcat the bourse 
is to should be 


9o Dates and grade levels fax* the February and March press® 
of the Management Course A will be -aaaowaeod in January* 
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\ 1 MATTHiiW M1B1 J 
Director of Training 
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